
INSTRUCTIONS: See Publication No. 76-AM-1 for instructions on completing this form. Forward signed original to 
Department of Archives 'and History, Records Management Division, 330 Capitol Avend, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

1. Agency Address 

- -1 Georgia Public Service Commission 

FOR AGENCY USE - 
pplication Date 

Utilyties Division 
244 Washington Street. S .  14. -1 pplication Number 

FOR RECORDS MANAGEMENT USE 
~ 

Application Number 

- 82-598 __- 
Date Received Date ComDleted 
TUG 3 1 1982 I 'TAN 1.9 1983 

.- ___~ . ~. ~ ~~~ 

" Telephone Number 
Dianne Ennis Office Supervisor 656-4533 - ~~ ~. ._ ~ - ~ 

_- ~___ 
~ .~ ~ 

~~~~~~~ ~~ __  ~ ~~~ 
__ -_ ~ ~ - 

*I i. Action Requested 
a. 
b. 

Q Establish Retention Schedule; ecord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 
0 Amend Application-No. ___ .~ ._ Check - . . __ One: 0 Change; 0 Supercede; 0 Void ~ 

,. Dates of Series 
larliest 
1949 

The function of the Utilities Division of the Georgia Public Service Commission is to 
provide the Commission with professional and technical services in order that responsibiliti 
to the public as requfred by law can be met. A competent technical, professional and 
administrative staff performs specific functions in the rate, finance, cost of service and 
separations, fuel cost recovery arid projections, and accounting and auditing areas in order 
to carry out the duties assigned to it by the Commission. 

5. Records Series Title (followed by title used in oftice; if different) 
Latest 

present 
Utility Company Rate, Security & Finance Hearing Case Files J What is the fun&ion -__- of the  ,__  Division and theoffice in which -. __I 

i. Division and Office Function this record series iscreated?~ 

~ ~~ 

~ , ~ .  ~ - ~~ % 
I___ ~ 

~. - - .  
~~ ~ ~ ~~ 

.~ 
c 

'. Record Series Description ~ 
This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the fi le. , ' . ~. 

Maintaining rate, security & finance files for the Utilities Division 
of the Georgia Public Service Commission. 

. .  . .. ~ 

Documents relating to: 

Included are: Company filing, Testimonies; Exhibits, Minimum Filing Requirements (MFR's) , 
Ca.se Summaries, Approva.1 Memos, Transcripts, Audit Reports, Data Requests & 
Responses (Staff Data Requests; Intervenor Data Requests, Hearing Data Requests) 
Briefs and Proposed Orders, and other related documents, 

File i s  arranged: Alphabetically by name of company 
case number. 

thereunder numerically by assigned 

.~ _____ - ~ - . ~~ ~ -. . ._ ~~~ 

1. Monthly Reference Rate 

One to six months old aft-; Seven to twelveimonths o l d d t e n _ ;  Thirteen to twenty-four months old -__, - .>  < - . , :  

b. Annual Rate of Accumulation of Records 

How often are records referred to which are: * occasionall: 

' henfy-five months and older . &frequ!tly ~~~~~ ~- . . ~ . . - 

-- - ----- 4 ------ Letter-size drawers __-.- . -; Legal&e drawers ; Shelves -.--; Other (specify) 

3-50-71; Rev. 76 ( O w l  



~I - i 
. .  

10. Questionnaire 

.~ .- ~ I f . . n o t a h d s M  __ - -.--._:~;- ~ -_- ~ ~ ~ ~ .. - - - 

(Place an "x" in the proper column) 
c. - 
I 

a. I s  this the official copy of the series? 

b. Does the series contain cdnfidential information requiring security handling? If yes, cite law or regulation.: r 

- - 
, .  

,i 

. 4 - ~~~~~~ ~~ .-.. ~.~__~____________ ___ 
I ,  

- 
c. I s  this a vital record? 
d. Does this series have historical or long term research value? 

- .  
! 

5 
e. When one or two documents in the f i le make it necessary to keep t h e  entire f i le for a long period, could these 
- ~- documentshcheduled seoaratek- __ ..__ 

I s  the information contained in t h h r i e s  ever publish& f. If ves. attach m y .  

$.%&:inf%q&io6 contained in this series ever analyzed and/or recorded in a summakzed report? 

.. 

c 

't c ~ 

lfxes, attach c~py.- Fina!chl Section Summaries & H _ e a E i a & T x a n s c r . i p i p t s . b .  -a -  

h. Is  there qdupl iqt iofof  this series in your office, or in another office or agency? 
If yes, where? ~~~ __ ~~~ - ~ 

~ i . _ l L t h ~ ~ m a i n r p n r t i n n n f i t J ~ g l l l a r l ~ i ~ r o f i l m e c i ?  ... .- a - I_~.__ a i g o e s r h e  m o r  bseries~r-u t er wintout? - 
The following requires the series to be kept: .- 

-. '? - ~ -~ - ~~- ~~~~~~ ~~~~ ~ ~~ ~~ ~~ 
~~ 

- ~ ~ ~~~ 

f 11. Retention Requirements 

. . .  - 
. a. State Law- ___years. d. Audit period - -. __ --years. 

-__-..~years. .. 
c. Federal law I - -years. f. Federal retention instructions ' years. 

b. Statute of limitation , -.-.---..years. e. Administrative need 10 

. .  . . .  . .  ., . ~ . -. - .  
Attach copy or excert of laws or regulations. Explain administrative need. 

Administrative reference requirements require 10-year retention. 
. .  . . .  : - , - .. 

.. ~ 
~~ - ,  r~ 

.~ .. ~, ~ , ,  - .  - -  , - . - 
. 12. Approved Disposition Instructions - - T h i c e e o m m e n d s f i l e  series be cut off a t  the end of each: 

. .  ' 0 Calendar Year: 0 Fiscal Year; Other &ebel?w-'~1- .-.-then, 

yearb); then 

' 
~ ~ 

. . .  ,. ~ ~ 

0 Hold in the current files area - -month(s) -~ 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
P] Other (Specify) CASE FILES RELATING TO: 

..-year(s); then 
year(s); then 

Hold most current t w o  cakes in current files area until next case is 
closed; then remove oldest base file and place in inactive file; cut 
off inactive file at end of each calendar year; then transfer to . . .  

. State Archives'for permanent 'refention. . -  
. 

~. ~~ _. - - ~ 

These instructions apply to a l l  prior and future accumulations of the series. 

~~ 82 - S 9 8  ~~ - ~ 

~ e n _ c y _ H ~ ~ / o e s i g n ~ - ~ ~ S i g n a . ~ r ~  ~~~ 

___ - 
.~ . 

Riiximmeidations in para- 
jraph 12 are approved. 
(If disapproved, attach letter 
p f  explanation.) 

. . . . . .  . . .  ~ ~~ . .  
. .~ . 


